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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mark A. Chadwick
	SUPERVISOR'S CLASS: Data Processing Manager II
	personnel analyst: SS
	personnel date: 6/19/13
	PERCENT OF TIME: 40%
	activity: POSITION SUMMARYThis position is housed organizationally within the Division of Technology Services (DTS) providing client support to the Division of Integrated Regional Water Management-South Central Region Office (IRWM-SCRO).  Under general supervision of the Data Processing Manager II, Chief of the IRWM Regional Office Client Support Section, the Associate Information Systems Analyst (Specialist)  serves as a Customer Services Analyst for SCRO, providing end user support for approximately 100 clients. The incumbent must be proficient in the operation and maintenance of various computer systems and software applications.  Responsible to evaluate, implement, and oversee all end user Information Technology systems, advises management and makes contributions for the advancement of technology to meet business objectives.  Incumbent must adhere to all Departmental IT Governance Standards and IT Policies as set by the Department’s Chief Information Officer. ESSENTIAL FUNCTIONSThe position requires the incumbent to work with computer-based systems and network technologies.  Incumbent will also be required to familiar at the highest level with the operation and maintenance of computer technologies; computer software applications, Local Area Network (LAN) administration (protocols and operations); and all aspects distributed desktop and network support technologies.  Responsible for the analysis, design, coding, implementation, maintenance, and evaluation of computer software to ensure efficiency and a high powered computing environment.  This includes, but is not limited to, operating systems, control systems, proprietary software packages, database management software, and object-oriented programming.  Stays appraised of new and changing computing technology as to consult and advise the supervisors and staff within IRWM to obtain the most powerful and efficient IT equipment and devices available for the allocated budgeted dollar amount.  Maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific duties are: 
	classification: Associate Information Systems Analyst (Specialist)
	appointee: VACANT
	dwr position number: 7001-1470-001
	sap personnel no: 
	sap position number: 50000569
	division: DTS/Customer Services/IRWM Client Support
	mcr: 1
	percent2: 40%20%15% 15%    5%    
	activity2: Provide day-to-day support of all Local Area Network end user devices and provide necessary client application support.  Administer client network file services and Active Directory permissions; configure, install, test, repair, replace, and monitor all client network software/hardware, including client workstations, printers, and peripheral devices and associated application software that directly fulfills the region's lines of business.  Add, remove, upgrade and/or move client network hardware and peripherals.  Provide timely response for network issues such as connectivity, speed/performance, and specialized situations.Install, maintain and test computer hardware.  Add, remove, upgrade, or relocate end user network hardware such as printers, plotters, modems, and external storage devices.  Troubleshoot personal computer hardware/software problems within the Region.  Coordinate, with DTS Security, periodic checks for viruses on all computers.Add system users, set up user accounts/profiles, including the assignment of directories, node names, e-mail addresses, and passwords in compliance with Department standards.  Perform periodic security audits on user passwords, file permissions, and node access.  Trouble-shoot client network-related problems.  Maintain and update hardware, licenses, and software database.  Provide technical SAP assistance to local users. Analyze and monitor network usage, traffic and file storage to ensure that adequate bandwidth and storage space is available.  Reallocate network resources such as file permissions as required to support the SCRO lines of business.  Ensure that all network equipment, including UPS equipment, servers and backup devices are electrically powered and operational.   Maintain client inventory lists, replacement cycle lists, network diagrams and supporting documentation to administer and maintain the client environment, including the annual IT Acquisition Plan.  Establish and maintain documentation on hardware and software configuration of client devices, operational recovery plans for mission critical systems, and create, implement, and maintain the Regions' specialized end user software library.  Coordinate and provide support for the Region's AutoDesk products and services, Geographical Information Systems, and Trimble Survey and Mapping products and services as needed.Act as the primary coordinator for the acquisition and support of network resources with DTS and Telecommunications Office staff.   Attend meetings for Customer Service Analysts, GIS users, and other IT groups.  This may require driving a vehicle on public roadways or on uneven terrain. Coordinate IT portion of SAP deployment to the Region.  Provide basic training for Region staff in the use of the local area network.  Provide technical support for all Region computer hardware including stand-alone systems.  Conduct Region Information Technology meetings.  Provide Region information for inclusion in the Division's IT Plan.  Participate as needed in DWR IT Standards Committee and/or subcommittees.  Adhere and maintain the information necessary for disaster recovery, department audits, and general maintenance records.
	percent 3: 5%
	activity3: Perform regular file system backups and ensure that periodic copies are stored off site. Develop, maintain, and document file system backup and restoration procedures.  Restore network files from backup copies when necessary. SPECIAL REQUIREMENTSPossession of a valid California Drivers License to attend meetings and or training.  May be required to travel to various offices and locations throughout the State of California when requested; Occasional overtime may be required, when necessary, to meet project deadlines.OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.KNOWLEDGE, SKILLS, AND ABILITIESIncumbent to work cooperatively with others; ability to analyze technical situations accurately and take action in a timely manner; be proactive and use creative thinking to solve technical problems and issues; understand and exercise SCRO's business process, needs and mission as it relates to IRWM, DTS, and the Department; prioritize workload and communicate this effectively with management and other users.   Possess knowledge and understanding of Internet/Intranet protocols, the Windows PC OS, the Android OS, the IOS OS, and all associated approved and authorized DTS application software that supports the direct lines of business of DWR-IRWM-SCRO.  Must be able to operate a computer workstation for extended periods of time; ability to occasionally push, pull, and/or move equipment either solely (up to 25 pounds) or with another person (up to 100 pounds).  The incumbent operates various IT equipment daily. 
	supervisor name: Mark A. Chadwick
	employee name: 


